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/ • . OVERVIEW i x 

J * The purpose of these!' Getting Down to Business modules is to provide 
'high school students in vocational classes with an introduction to the 
career option of small business ownership and to the management skills 
necessary for successful operation of a -small business. Developed under 
contract to the Office of Vocational and Adult Education, IKS. Department 
of Education^ Jthe materials j* redesigned, td^^qua/nt a variety of voca- 
tional students with entrepVen^i^H the 
high failure pate of small businesses.* \< 

As the students*- become; familiar with the rewards and* demdnds of small 
business ownership, they wifl be afele to make^ more\inf ormed decisions 
egarding their own interest in this career possibility. It is hoped 
that, as a result of using these materials, s s om€? students will enter small 
business ownership more prepared for its challenges. Others will decide 
. that ent rep reneurship ,is not well suited' to their abilities and interests, 
and they will pursqe other career paths. Both decisions are valid. The 
material's will encourage students to choose what is best for then^. 

These Getting* Down to Business modules are designed to be inserted • 
into ongoing high 'school vocational programs in .-the sever* vocational dis-, 
ciplines — Agriculture, Distributive Education, Occupational Home Econom- 
ics; Business and Office, ^Trades and industry, Technical, and Health. 
They will serve as a brief supplement to the technical instruction of 
yocational courses, which prepare students well for being* competent 
employees frut which generally do not equip them with skills related 'to 
small business ownership. . The modules are self-contained an3 require a 
iiininmm of outside training and preparation on the part of instructors. 
Needed out^de resources include only those* types of materials available 
to all students,' such as telephone directories, newspapers, and city maps. 
No special texts or ref yence. mat^ri§ls are required. For further optional 
reading by instructors, additional references are listed at the end of the 
Teacher Gu^de . An annotated Resource Guide describing especially valuable 
entrepreiieurship-related materials is also available. 

The purpose of this module is to give students some id§a of what it 
is like to own and ope rate** guard service. Students will have an oppor- 
tunity to learn about the Kinds of activities and decisions a guard ser- 
vice o\yep is involved inf^very day. While the module is not a complete, 
M how-to manual, the indiyidual lessons will provide your class with the 
chance to practice many/of these activities and decisions. 

Today, owners^ of small businesses face matty problems — some minof, 
some not fifo easily. taken care of. These problems are reflections of the 
changes our society is going through. While this module cannot address- 
itself to ali/of them r the discussion questions, at the end of each unit 
are designed/ to give students an opportunity to explore possible solutions. 

' / • • 

You m^/ want to present this module after completing Module 1, Getting/ 
Down to Business t What f s It All About ?. Module 1 is a l£-hour program * 
covering /a more in-depth approach to owning any small business. The terms 



that are introduced in Module 1 are used iii this module with a restatement 
of their definitions. Also, the forms used are the same, with some minor 
changes, to fit the guard service business specifically. .Module T provides 
an introduction to owning a small business in addition to some skills and 
. activities that, due to tfieir general nature, are not covered in this 
module. 



Content Organization . 
- Each unit of the module contains the following:. 

1. Divider Page — a list of what the student should be ab\e to^do at 
the end of that unit. 

o * 

2. Case Study— an account of a business owner in the field. 

3. Text — three to four pages outlining business management 
principles introduced in the case study but focused more on the 
student. , « 

4. Learning Activities — three separate sections, including: 

a. Individual Activities — finding information given in the text- 

or applying 'information in the text to 'new situations. 

- > * * 

b. Discussion Questions — considering broad issues introduced in 
the* text; several different points of view may be justifiable. .# 

c« / Group Activity — taking part in a more creative and action" 
oriented activity; some activities may fociis on values 
clarification,. > u 4 

General Notes on Use of the Module 

Instructional Each unit » 1 c^ass period; total class periods a 9 
"Time: Introduction, quiz, summary a 1 

Tot^l instructional* time 9 10 class periods 

The case study ahd text are central to .the program's content and are 
based on the instructional objectives appearing in the last section of this 
Guide. Learning activities are also linked to these objectives. You will 
probably not have jtime, however, to introduce ail the, learning activities 
in each unit. Instead, you will want to select those that appear most 
related to course objectives, are most interesting to and appropriate for 
your students, and are best suited to your particular classroom setting. 
Certain learning activities may. require extra classroom time and may be 
used as supplementary activities if desired. , ^ 

Before presenting ' the module to the class, you should review both the 
Student and Teacher Guides and formulate 3{our own personal 'instructional 
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approach. Depending on the nature of your .classroom setting and the stu- 
dents 1 abilities, ybu may want to present the icase study # and text by 
instructional means that do not rely on students' reading — for example, 
through a lecture/question-answer format. Case studies and certain learn- 
ing activities may be presented as skits, or role-playing situations'. 

No particular section* of the module is designated as homework, but 
you may wish to assign certain portions of the modyle to be completed out 
of class. You may wane students to read • the case study and text in pre- 
paration for discussion in the next class period, or .you may want them to 
review* the material* at home after the class discussion* You may also 
•prefer that students read the material in class. Similarly /individual 
activities may be completed in class or for homework. Discussion ques- 
tions anU group activities are specially intended* for classroom use, . 
although some outside preparation by students may also be* needed (for 
example, in the case of visiting a small business and interviewing the 
owner).' "9 

Methods that enhance student interest in thfe material and that empha- 
size student participation should be used as much as possible. Do not 
seek to coyer material exhaustively,, but view the course as a brief intro- 
duction to entrepreneurship skills. Assume that students will obtain qibre 
job training and business experience before launching* an entrepreneurial 
^career. 

The quiz may be used as a formal evaluation of student learning* or as 
a self-assessment tool for students. Answer^ to learning activities and 
the quiz are provided in a later section of this guide* % 

« 
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SUGGESTEb STEPS FOR MODULE USE 

« 

Introduction (15 minutes, or integrate within first ,hour of Unit 1) 

I. In introducing this toodtile, you- will want to point out to stu- 
dents* the different kinds of guard services .and the fact that 
they too can become a guard -service 'owner. Points to cover 
^include: 

p types^of^uard services and examples of each; * * . 

^ * • 5 the importance of guard services;* and 
t * 
r the rewarus and demands of guard service ownership. 

Possible ways to cover these points include: 



State, that guard services offer a wide variety of protective 
services to* homes and businesses* Say that there has been an 
increasing need for guard services as the crime yate has * 
J risen. Ask if students know of any guard serviced in your 

t area. / Find out, what they know about any they mention. If ■ 

- students can't name any, mention ttfo or more in the local 
area and describe their services. You can get this informa- 
tion quickly from the Yellow Pages and brief phone calls* to 
the services listed. Choose different types of services to* 
describe to show the variety that exists. Point. out that 
protecting people and their possessions can be very reward- , 
ing.. Also point out some of the -demands cf this.^areer: 
responding^o emergencies quickly',' the potential of danger, 
and the responsibilities of 'running a business .successfully. . 

• An alternative way to. cover the points, is tr> invite one or m 
'* more guard service owners to visit* the class and talk about 

' what fchi's career is like.. They should describe their ser- 
vices and the rewards and demands of guard service ownership. 
It would probably be highly interesting for students to hear 
% from these real-life owners.- • " 

II. Discuss small businesses briefly. Over 90% of all businesses in 

the United ( States are small businesses. In-this module we will 

be dealing wfth very, small businesses, meaning a self-employed 

owner working alone or with one to four employees. Other small 

businesses are owned and run by members of a family. 
- » • * ✓ 

* • III. Discuss t*he purposes of the module: • . 

• » 
* ft To increase students 1 awareness of small business ownership 
as .a career option. 

' • ' To acquaint students with the "skills and persondl qualities 
guard service owners need to succeed. 



# To acquaint students with the kind of work small business 
'owners do in addition to ufeing their vocational skills. % " 

# To expose. students to the advantages and disadvantages of 
Small business ownership* * 

IV. Emphasize that even if students think they lack management apti- 
tudes, some abilities can be developed. If students j'turn on M to 
the idea of small business ownership, they can work at acquiring 
abilities they don f t have. 

Also, . students who work through this module will have' Raided valu- 
able insights into how and why business- decisions are made. Even if they 
later choose careers as employees, they will be better equipped to help 
the business succeed because of their understandings 

Unit 1. - Planning a fiuard Service (1 class period) 

-I* Case Study : Stacey Sakura* iff thinking of opening a guard ser- 
vice. She**thinke*about her personal characteristics 
and considers what she has learned about the -"busi- 
^ ness" while working as a police officer and taking v 

business courses. 

« . - Text : Services, Customers, Competition 
Personal Qualities' 
How to Compete tyell t 
New Service s » 
L 9 Special Services ... 

Special Business Image m ' 

Legal Requirements - 

II* Responses to Individual Activities 

1* Have students report to you 'which businesses they decided 
would be competition for them* and why. 

2. All four traits are desirable personal- qualities for a guard 
service owner. Emphasize that even* if students feel -they do 
not have all four traits, they may work at v deV81oping them. ^ 

3. Assess the quality of student responses. Did they describe * 
their special services?* Did they say why they, think people 
would like those services? 

' ?' 

4. Assess response .quality. Are the names and emblems eye- 
catching and clear? 

5. Assess /response quality. Are the lists clear and complete? 
' 4 . Can students explain each requirement? 
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III^ Responses to Discussion Questions ^/ ^ 

1* the main need \l guard service meets is protection for its 
customers* Different customers have different protection 
nec/ds* Homeownexp* need protection for their homes, furnish- 
ings, valuables, and families** Business owners need protec- 
tion for their buildings and merchandise* It is likely that 
all those needs exist in your area. 

• • 

2*. St&cey probably decides oijly to serve, homes at first because 
she doesn't want her service to take on too much right away* 
If she's successful at home patrol, she. can always expand . 
• later and patrol businesses, too, if % she wants. This .seems * 
like a wise decision since she* s just starting* * 

• , + ■ * 

3* Stacey does seem to be planning well. She has decided 

exactly what her services *will be. # She has identified her 
customers and competition* She has assessed htft own quali- 
ties* as a potential guard service owner* She has researched 
the legal requirements for starting her service*, Your stu- 
dents may have opinions' on strong or weak points of her plan* 
Have them give their reasons for those opinions. < 

IV* Group Activity - . 

The purpose of this activity *is to acquaint students with 
real-life "guard service owners. It will probably be of high 
interest to students. The points in*the text about planning a 
guard service will be reinforced by' students* personal contact 
with people who actually run services. 

The interviews will help students evaluate what ft* s like to 
• % run a guard service and whether they would be interested in it. 
They can also compare their own abilities and personalities with ' 
those of the real-life people to help decide if they 1 re suited to 

this career. „" . . , 

* * » * 

Hopefully* the guard service owners will also mention some of 
the difficulties and disadvantages in their services. These will 
help give students a realistic; view of the career* * 

This activity will require extra classroom time,* whether the < 
interview^ are held in or out of class. Discuss why the owners 
answer questions differently, if they 'do." Their types of ser- 
vices, customers, competition, personal qualities, and .other 
thing? may differ. These differences will affect their answers. 

c — r — . • -\ 

Unit 2 - Choosing a Location (1 class period) 

I. Case Study : Stacey visits several sites before choosing an . 

appropriate location for her service.— She chooses 
an office near an upper-class neighborhood with 

a 

- * • . • 
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separate/rooms for her radio-telephone equipment, 
her private office, and a locked storage area. 

Text : Customer Nearby 
Area / 
Spa^6 
Building 
Rent 

Responses to Individual ActivitiftE 

1« Have students report their findings to you. Are their 
results realistic? 

2. Student responses should include these elements fo each ad 
they researchr number of square feet of office space, rent, 
'and whether the/ consider the rent affordable for someone 
starting a business* Visiting the -offices is optional. 

3. Assess response quality. Are the areas described clearly and 
completely? Do students oay why £hey think these are good 
locations for a guard service? 

■4. Assess report quality. Do students give appropriate reasons 
•for their decisions abftut the locations? 

5. Have students report their interview results to you. or the 
. class- Ask students if the interview results will affect how 
they pick locations,* and if so, how and why. 

Responses to Discussion Questions ' 1 , 

9 

1. Stacey's location seems to be a good one. She is near her 
customers. The general area is professional, and the nearby 
, small shops are potential customers. There is enough office 
space, the bui!4ing is in good condition, and she can aff-ori 
the rent. ^ ^ 



2. A shopping center ^ip-tfn upper-class neighborhood probably 
would be a goc^MLocation, since many shoppers would see the 
of f ice^^Matiy of thfe shoppers would* be potential customers. 

3v^^^ ocat i° n can help make a good impression on customers. 
Customers who visit your office will see it as part of its 
general sqrroundings. # An attractive, clean, . professional- 
looking location will ra^ke a good impression. An unattrac- 
tive, dirty, run-down location will make a bad impression. 

•* 

- Group Activity 

/ The purpose of this activity is to give students the oppor- 
tunity to evaluate the locations of real-life guard services* In 
doing so, they will be applying* what they learned in this unit. 
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First, students Vtait guard service locations to evaluate 
their ^suitability. Secohd, students ask v the owners why they 
picked those locations. Students can then compare their .own 
assessments of* the locations with the owners 9 assessments. 

• ♦ 
Getting Money to Start "(1 class period) ' * • * 

Case Study : Stacey makes a list of het starting expenses and 
1 determines the size of the bank loan she needs. 

Then she writes a business description to present to 

! ' the bank's loan officer. 

I 

Text :-. / BiteJjaess Description • . 

» Statement of Financial Need 
Meeting with Loan Officer 

Responses to individual Activities 

1. VLoan money needed is $3,300. Students should have filled in 
• these amounts: 

Loan Money Needed $ 3,300 \ 

Total Starting Expenses $11, 300 
Total Money On Hand $ 8,000 N 

■ Total Loan Money Needed' $ 3,300 

2. Complete \^sp6nses should include the following information 
for each company students call: 

a. cost per month to lease a gas-efficient, low-maintenance 
car 



b. ■ gas and maintenancelrostjs^ if not included in "a" 

c. kind and amount of insurance offeted^with the ca^ 

Students should also indicate whicjfcorfpany they^decide would 
give them the best deal"£or guard service patrol cars. 

* • > 

3. Students should list the cost per month, to lease radio- 
telephone equipment from each company they call. They should 
also indicate which company they would pick. 

4. The business description should include information about 
these five things: * 

a. kind of business 

b. location . 

c. competition , 
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d# customers * ' # 

♦ 

* e. plans for success „ 

.Also, assess the organization and clarity of th^busirtfess ^ 
description. , 
,*".,*« * 
Responses to Discussion Questions 

.1. -Stacey's business description is organized and clear. It is 
organized by the five required types of information. The 
informatipn presented is clear and to the point. It 
describes what .her business will be and how she will run it. 

2. Stacey's statement of financial need was designed to be com- 
plete.' However, students may suggest additional- start-up 
costs. Some of the things they suggest may already be 
included but just not shown in detail on £he' statement. For 
example, officers usually provide their own handguns, but 

. ammunition would be in the "Supplies" category. 

3. Given the facts presented, most students will probably agree 
to give Stacey the loan. She is not asking for a lot of 
money. Her business description and ^statement of financial 
need are clear and complete. She handles herself well in the 
interview, demonstrating that she * as planned well. All of 
these things make her seem like a good business risk. < 

Group Activity/ * 

The purpose of this activity is to give students the oppor- 
tunity to learn the loan application requirements of real-life 
lending institutions. For comparison purposes, it is ideal to 
invite people from a variety of institutions. 

* ■*» 

After the loan officers leave, discuss differences and simi- 
larities among their requirements. Relate their requirements tj 
points covered in the text. Point out to students that if they 
plan their service^ carefully, they will be able to provide all 
the required information. 



Being in Charge (1 class period) ' ' 

Stacey 'runs two ads for employees in the 'newspaper. 
She hires a communications equipment operator and 
patrol officers. * She pays for the patrol officers 
to take a Red Cross first' aid course before they 
begin work. . § 

Text; 'Hiring 

4 Matching People and Tasks 
Training 



Case Study : 



II. Responses to Individual Activities 

l.i Assess ad clarity and completeness, tfoes it clearly state 
the kinds of background and personal j^ua 11 tie supplicants 
need? 

* ij. Complete responses should include^/ 
a. the number of employees n^cied; 
b* what their duties will/be; and 




c. their required ba<lkground and personal qualities. 



3. Have students report to you or the class what they learn. 
They should describe the kinds of personnel .lists the police 
department will make ^available to guard service owners 
looking for employees. | v 

* 

4. ' Have. students report to you or the class. For each guard 

service they call, they should report on the number of 
employees and their duties. If they call more than one 
service, thejf should report on similarities and differences 
'in employee duties among the services. . 

5*» Have students repo'rt to you or the class. For each service 
they call, they should report on training employees need 
before they start work and on-the-job training .the service 
provides. If they call more than one service, they should 
report on similarities and differences .in training among the 
service s^ * * 

» 

III. Responses to Discussion Questions 

1. Stacey' s ads do a -good job of telling what kinds of employees 
she need's. They describe the background and personal quali- 
ties she wfc*ts in her employees. People reading the ads can 
tell at once if they are qualified to apply for the jobs. 

2. Given the information in the case study, Stacey made good 
decisions to hire Joe at* Sarah. They both have the back- 
ground .and personal qualities she wants. As the text points 
out, they both have potential for additional responsibility. 

3. Stacey seems as if she will be a good boss. She is willing 
to let *Sarah and Joe work the hours that fit in best with 
their personal lives. She hires employees who show potential 
for further responsibility. She plans to provide on-the-job 1 
training to help her employees keep their skills up to date.* 

• 4. The on-the-job training Stacey pians for her officers seems 

as if it will help them in their jobs.* The training will 
cover a variety of topics necessary for the officers to do 
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^ their jobs well, including topics the officers themselves 

request* . * 

IV* * Group*Activity ^ . 

The purpose of this activity is to give students the oppor- 
tunity to practice the type of interview they will conduct when 
they are actually hiring employees." Each student should get the 
chance to role play the guard service owner at least once. 
■ * 

Lead the clads in preparing\the lists described in the 
activity to help them in their role plays. Circulate among them 
as they. do the role-plays. * 

Lead a wrap-up discussion when all groups haye finished. In 
the discussion, ask students if they think they, could now conduct 
real-life interviews. If not, why not? If th6y want.more prac- 
tice, plan time for it. 



Unit 5 - Organizing the Work (1 class period) > 

!• Case Study : -Stacey's officers handle an emergency on, Saturday 
night. A suspect was caught entering a client's 
house., Stacy's organization enabled her staff to 
• handle the sity^tion *ff iciently^and effectively. 
• • 
Text r Keeping Track of the Work 

Scheduling t{ie Work ' ' < . ' 

!!• Responses to Individual Activities' 



1. Assess the quality, of flniripnft__reeorts. Db they describe the 
emergency procedures used by the guard services they called? 
Do they compare those procedures to Stacey's? Do -they point 
out any differences? 

;* 2. Correct responses are shown on the form below:. ^ 

BABYSITTER CHECK-IN WORK ORDER 

i 

DATE: (today) CLIENT #: 101 ASSIGNED TO: Whitley ' 

START TIME: 6:30 FINISH TIME: 10:30 : M» 

PHONE # WHERE CLIENT WILL BE: ' b6*-93»5 

.DOCTOR'S NAME: Jaime Castillo - - PHONE #: 637-2 927 
BABYSITTER'S NAME: Steve Carver • 

. CHILDREN . . • AGE SEX " 

• « a 

'Leslie JLO % ■ * F 

Jim _'s ^ 



1J* • 

16, 



3. EMERGENCY WORK ORDER 

DATE: (today) TIME: 11:20 p.m. CLIENT #: 12 

PHONE CALL: X ALARM: TAKEN BY: (student) 

' ACTION ^ DONE 
DISPATCH CAR X 
CALL HOUSE 4 

False Alarm: Recall Car 

True Alarm: Call Police 
OFFICER WRITE REPORT 

OFFICER(S)" AT SCENE: Todd 

"COMMENTS: False alarm — cat! 

ir 

4. *• ' 



BABYSITTER CHECK-IN SCHEDULE 


TIME 


CLIENT # 




4r5 


5-6 


47 




6-7 


. 47,123 ■ . 




7-8 


123 




8-9 


■ 123,14 


\ 


9-10 


123V14 




10-11 


. 123,14 




11-U 


" v 14 





•5* Assess quality of the work order forms* Do they provide for 
the information needed to -keep track of ttie work? Do they 
seem suitable for reaWLif e .use? If you have questions about 
any items, discuss them with the students* Ask their reasons 
for including. any items you question* Point out any addi- 
tional items you think .should be included and wfiy* 

III. Responses to Discussion Questions j 

1. Stacey's emergency work oxder^Hffm seems , appropriate. It 
identifies the ciient numtVr, .date, time^ and type of emer- 
gency. It lists major actflons to be takenas necessary* The 
form works well for the ppfccedures followed .by Stacey's 
service* . 



Students tqay have suggestions for changing it^ Ask^their 
reasons for changes they suggest. If their changes are 
intended to make the form. more suitable for use in their own 
services, that's great. 

2. Stacey's babysitter check-in form seems suitable for her 
service* It provides space for necessary identifying and 
scheduling information* Students may suggest changes* As in 
Question 1, elicit their reasons* 

12 . X ' 



3. Respbnses may vary. If the operator frequently cails in "\ 
. sick, filling in is a poor use of Stacey's time, since Stacey 

J 38 ma "» responsibilities. If the operator is rarely sickp 
itts probably a reasonable use of Stacey's time", since it's 
probably hard to find a qualified replacement on short notice, 

"IV. Group Activity , ■ 

■ ' \ \\- 

.The Purpose of this Activity is to help students appreciate 
how many responsibilities a guard service owner has and how uiuch 
time they take. There are no "right answers" 'f or the amount of 
time. required, but you may need tq guide students bo reasonable 
estimates. • *» . 

i « 

Suggested column placements for the responsibilities listed 
in the. text are as follows: 

• i -Every Day " Not Every Day- 

Organizing the work J ' Hiring staff 

Supervising staff ; . Training staff* 

Keeping records of work , - Handling staff problems 

^ Keeping financial .records . ' Meeting with other people 

Talking wifh clients^ * ' ' Dealing with emergencie 



Solving routine problems * Planning for the future 

, Wrap up ^this activity by stressing , that' guard service owners 

have many responsibilities and work many hours running their 
services, • 

Unit 6 ~ Setting Prices (1 class. period) ' ^ 

» 

I.. Case Study: Stacey gets advice from '.the bank's loan officer 
about charging .for her babysitter checKrin. She 
> • decides to charge a small amount for that service 

since her security patrol has no competition and 
there will be a high demand for* the check in. 4 

Text: 4 Co^ts. for. Supplies aifid Workers 
Demand fd v r Services * 
Competition ' * 
Operating Expanses 
Profit * < 
.Examples , 



Responses to, Individual Activities 

1 1 " -" * 

* ' ■» „ > 1 

1, Assess student report qualify. Complete reports, should 
- include prices charged by each guafa service calied and a 
comparison of prices. Students should also state* which 
service they would choose and why, 
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2* Responses may vary; Because Luis 'has competition that is > 
t already established in the area, he probably won't charge 
more than the competition ($40 per month). To give his ser- • 
vice a competitive edge, he may decide to charge. less* Or he 
may' decide to charge exactly the same but try to convince 
customers that his service is better* 

Acceptable responses should give reasonable explanations for 
the prices chosen* ~" 

\ 

3* Responses 'may vary* Melicia and Booker should probably 

examine; their operating expenses, to see if there, are any ways 
they can cut costs* *They probably should. raise their prices' 
slightly, too* Their costs have gone up a lot^, but they 
. haven^t raised their pfcices at all in five years* 

Acceptable responses should give 'reasonable explanations for 
the actions chosetfV * 

4* Responses may varyr^ One mistake Stan made was setting a very 
.high p^ice for k new service* Customers probably don't^want 

to pay a lot extra for the K-9 patrol, even- if they* would 

like it-. * One thing Stan"might try now is to^lower the K-9 
* price on an introductory trial basis* If customers sign up, 

he may be able to cover his costs at the lower price* * If 
.customers still don* J: sign up, he may decide to drop the K-9 

patrol* 

.Acceptable responses should include student assessment of 
what Stan did; wr&ng, and what he can do now* 

5* $50 per month is the best price to charge* Your customer? 
will -be attracted to your prices that are a little lower than 
your competition* .You shouldn* t/^harge too little, however* 
You want to show a profit* / 

geggorjeg to Discussion Questions * % 

^-r — " *~ \^ , • ; 

1* Responses may 1 vary* On the basis of the loan'of fleer's 

reasoning in the case stt*4y, it does seem t^at Stacey decided 
wisely* % 

2. Responses may vary, although Stacey probably will not set her 
"prices higher* Because .there is competition, she will prob- 
ably .set her prices about the, same or lower* • , 

3* Responses may vary. High operating expenses, will probably' 
include salaries and insurance* Low expenses will probably 
include professional services., Elicit students' reasons for 
their responses. 
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Group Activity 

the purpose of this activityNLs. to give students the oppor- 
tunity to apply their learning* The activity requires them to 
evaluate how tlw factors they've studied will influence Julie's 
price-setting decisions* 

.The groups 1 - responses may vary* This is fine 3s long as *they 
can give reasons for their decisions* If necessary, guide stu- 
dents- to .glean this information from Julie's case study: L . 

a. Cost of supplies and workers — Julie plans* to pay higher 
salaries .than other fcuard services* 

* 

b. Demand for services — Many customers in that ^location want 
protection* . 



4, c. Competition — Theresa recurrently no other guard services 
in the jaeighboffiood. 

d. Operating- expeM^-Off ice rent and insurance !are higher 
than Julie plashed, but she may not take a salary for 
herself.* 

e. Profit— Julie plans to pay her staff and other expenses, 
so she needs spme profit/ Since she may not take a 
salary herself, she is probably not aiming for a big « 
profit at first. 

Advertising and Selling (1 class 'period) 

Case Study: Stacey designs an ad to be used in the newspaper, in 
' the Yellow Pages, and in fliers for distribution in 
her customers' neighborhood. She uses a distinctive- 
logo for her guard service. 

Text : Plan Your Advertising 
Ways'to Advertise 
"People" Ad's * 

How to Design Printed ' Ads v * ' 

Responses to IndAi^ual Activities 

1. Assess student report quality. Complete reports should 
include descriptions of how the guard services advertise and 
why. * . , 

t 

2. Assess student report .quality. Complete reports will include 
the costs for two, or more ways to advertise. Figuring adver- 
tising costs per month for each is optional. 

4 
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• . \ 

3. Have students report to you or the class* Do the repoAr 
identify the. ad parts? Do students state which ads they 
think are best and why? 

Response? may vary* Acceptable responses should give reason- 
able explanations for the choice made* Factors r elate d to 
each choice include these: . # " 

Choice 1: If Ken wants to advertise immediately, this .is a 

\ good dhoice. He can probably hire high school 

\ students right away* 

Choice 2: If Ken can wait until ne*t month, this is"' a good 



choice* By including fliers with his customer 
* bills, he can be sure that every customer gets 



one I 



5.\ Asstesk the quality of student ads* Do they include the five 
part 8 tre qui red? Discuss with students any suggestions you 
have for Improving the ads* 

Responses to Discussion Questions 

If Stacey's ad' seems well-designed to' attract customers* The 
headline is eye-catching.' * The illustration will help people 
remember the name of her service. The copy is descriptive 

> * and clear. The. layout is uncluttered and easy to read. The 
identification gives the service name, address, and phone. 

» • * » 

2. Responses will vary. Stacey may decide to use any number of 
other ways to advertise. Elicit student reasons for the ways 
they pick. 

3. Responses m&y vary. The purpose is for students to think 
about factors that* will' influence thei^decisions about which 
ways tp advertise. Elicit their ^reasons *f or the responses 
•they give. w 

'** 

Group Activity 

JJeveral days before you do this activity, tell students to 
start bringing in guard service printed ads. You should bring in 
several In case students forget. 

The purpose of this activity is for students to apply what 
they've learned aboiit designing printed ads. It requires them to 
evaluate the completeness and quality of reajplife guard service 
Is* 



Circulate among, the groups as they work. Provide assistance 
as needed. When, all groups have finished, -help them determine 
the order for reporting.. Guide discussion about improving the 
ads and.deciding which are "Best*." 
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Unit 8 - Keeping Financial Records (1 class period) 

• * • *"* * 

I. 



Case Study : Financial records are the basic records of any 

business. Every day Stacey Records customer orders 
and payments and pays bills that are due-. Once a 
week she pays her staff. Once a month she mail* 
bills to her customers. , 

" s. 

Tex&r Customer Billing Form * 
Daily Cash Sheet 

II* Responses to Individual Activities* ' 

!• Correct responses are shown on the form below.' 



i 


DAILY CASH SHEET 


- 


Cash Receipts 


Cash Payments 


* 


Customer Payments. $ . 


Salaries 








/ ..... 
✓ 


Building - 
Expenses 


$ 500 








Equipment & 
Furniture 








• 


Supplies 


> 


♦ 






Advertising 


$ ; 200 






1 


Other 






TOTAL. CASH 
RECEIPTS $ 330 . 


total cash 
payments 


$ . 700 










~*J 


2. 






' i 






r V SERVICES PROVIDED "*■ 


1 

4 


Da^e 


Sfcrvices 




Amount 
Charged 




5/1 
5/4 
5/5. 


*> 

Babysitter check-in, 
Babysitter check- in, 
Babysitter check-in, 


1 time 

3 times . 

2 times 


$ 1 ♦ 
$ 3 
•$ 2 




r 


• 


4 

• a- 
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. NEIGHBORHOOD .PATROL 
CUSTOMER BILLING FORM 



.Customer:' 
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Payment Due Date: 



5/15 



Date , 


. Dates of Service 


Amount 
Charged 

r 


Payment 
Received 


Balance 


4/15 


4/1-4/15 . 


■$30 




$30 


4/30 


4/16r4/30 * 

4 


.$45 ■ 




$'75 

t 


, . . ■ 



Customer: 65 



NEIGHBORHOOD PATROL 
CUSTOMER NBILLING FORM 



Payment DuVDate: "5/15 



Date 

i 


Dates of Service 

• 


Amount 
Charged 


Payment 
Received 

> 


Balanc^ 

• 


4/15 


■4/1-4/15 - » 


$40 


$25 


$15 


4/30 


4-16-4/30 


$25 ' • 




$40 ■ 



Assess the quality of student forms* Do they provide for 
information needed to keep track of customer billing or daily 
cash flow? Auk students to explain any items you question* 
Point out any additional Items you» consider necessary, and 
'why. „ 
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Responses to Discussion .Questions 



1. By keeping the records herself, Stace/ will know* the details 
of her.idaily finances. This Is Important to her as /her 
service is getting started. She also can save sodfe money by 
not hiring V bookkeeper at first* Her decision makes sense 
now, but once the service gets going, Stacey may find 'she is 

f spending too much time on recordkeeping* 

» • 

2. Stacey's forms look as if they will help her keap good track 
of her finances. Tfhey provide for. the information she needs 
about customer billing and* daily cash flow*. 

• 

Student^ may suggest ways to improve the forms. ' Elicit the 
reasons for their suggested improvements. ' \ 

3. The purpose of this question is to help .students realize that% 
chfere are more financial records than those covered in this 
unit. Guide them to "list as many others as they can. Sug- 
gestions include: 

Payjroll records 



• Income tax records 

Detailed breakd9wns of the major expense categories 

• * * * 

Records of which customers are behind in payments . 
and Vequire follow up. 

t 

IV. Group Activity 

The purpose of this activity is for student^ to apply what 
they have ..learned in the unit, xt requires them to design two 
financial recordkeeping forms an£ to fill in sample information , 
showing how to use the forms. 

„ « • 

Guide the process of dividing into small groups. Encourage 
each grouj) to pick a different type of guard service. Tell 
students that this will make the activity more varied and 
interesting. 

Circulate amo^ the groups to provide assistance as needed. 
Make sure each grou{> specifies its services. Answer any ques- 
tions that come up as the groups design their forms. Remind them 
to fill in sample information to show how to use their forms. 
Guide any discussions that atise following the group presentation. 

f 

Unit 9 - Keeping Your Guard Service Successful ' (1 class period) « 

' !• Case Study : The business has* been operating for two years. 

Stacey takes a look at its performance each year and 
plans changes to make it more profitable. 
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Text : Keep T*ack of Profits * * * 

Change Your Business to Increase Sales ^ ' # 

• . . . 

Responses to Individual Activities 

1. Net profit amoOnts are: ^Fear 1 - $92,000 

' ^ Yea* 2 - ?76,000«" 

Expense ratios are: . Year 1 * 53% . , 

Year 2-69% 

Profit ratios are: Year 1 - «7% * . 

Year 2 31% ^ 

i 

2. Year l was a better one for Stacey because her profits and • 
profit ratio were higher-. m 

Responses to Discussion Questions / ? 

1* Stacey is worried because her profit ratio went down In Year 2 
She is right to be worried; because she does n ot want her 
• profits to keep going down* If they go down too far, she will 
be out of business* Her expenses have increased a lot, and 

she wants, to be, able to continue covering them* 

* ■ * • 

2* Based on information i ir the case study /and text, Stacey will 
probably: ' 

• raise her prices slightly; 

7 

• examine her expenses carefully to see if she can 
economize; or • 

• add the extra -services her customers want and set prices 
far them*~ 

s. 

Students may have additional suggestions* - 

.The actions listed above will probabty help increase Stacey f s . 
profit* If they succeed, she will.be ciltting expenses and 
increasing income at the same t^ime* 

« • 

3* The purpose is to help students realize .some of the potential 
risks in keeping a guard service successful* Some, reasons 
why guard service sales might decline are: 

•/ competition lures customers away (for example, With lower 
- prices, more services, or better equipment); 

• service quality declines (for example, officers are not 
well-trained); 
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• • customers want a wider range of services than you cur- 
C rently pfferj or ' 

• funds for police departments increase and there is no 
.longer a nepd for guard service protection* 

Suggest the above reasons to students if necessary -to start 
<■ the discussion* * 

IV. Group Activity 

The^purpose of this activity is for students to apply what 
they haye learned about \«fys to increase profit^. Given the 
facts shown for Staccfy's |hird year, .her plans to increase 
. profits might, include the following: 

(1) Expand the patrol to other neighborhoods* ^ 

(2) Qffer services to' business owners a>s well as homeowners* 

(3) Fin<i out what the new competition offers* Decide if she 
needs to make changes in her service in order to compete 

• succ2 s sf ully « • 

t (4) Add a "special events" service and change for* *t. The price 

could depend on the number ?f officers provided and the 
number of hours* 

• ^ Suggest the above points to students if they have trouble getting 
started. Encourage them to use their imaginations/and think of 
as many ways as possible for Stacey to increag^xKer profits* 

• » 

If the activity Is done in small groups, circulate among them to 
provide assistance as needed. When all groups have finished,, 
have them take turns reporting their plans. Lead, any discussions 
that arise. 



Summary (15-30 minutes) / 

If desired, the Quiz may be given prior to summarizing the module and 
doing wrap-nip activities. , 4 

V 

Emphasize major points of the module, such as: 

• It takes a lot of planning to get a eervice off to a good start. 
There are many things to consider during the initial planning/ 

• Miring and keeping top quality staff is a key part of rtinning a 
service well. 

. • Financial recordkeeping is important on ** day-to-day basis as 
well as for long-term planning. 
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Remind students that their participation in this module waS^imtended 
as an awareness activity so they could consider*'entrepreneurship* as a 
career option. Their introduction to the skills required for successful 
small business management has' been brief. t They should not feel that they 
are now prepared to go out, obtain a loan, and begin their own business* ' 
More .training and experience are necessary. You can suggest at least 
these ways of obtaining thkt" experience: one way is to work in the busi- 
ness area in whicli they would Eventually want to have their own venture; 
another is to go to school (community colleges are starting to offer AA 
degrees in entrepreneurship) . 

VThis is a good time to get feedback from the students as to how they 
would r^te their experience with the module* Could they identify with the 
characters portrayed in the case studies? How dp they feel about the 
learning activities? 

•i 

{ You may want to use a wrap-up activity. Keep it simple* One sugges- 
tion is for . students to write or state if they think they would like* a - 
career as a guard .service owner, now that they know more about it. Have 
'them give their reasons for their responses. Students would not neces- 
sarily haye to submit their responses to you. They could do this activity 
on their own as a" way of assessing their current feelings about guard 
service ownership. * 



Qu^z (30 minutes) 

The quiz may be used as arj assessment instrument or as an optional 
study tool for students. If'you wish to use the quiz'for study purposes, 
duplicate and distribute the answer key to students. In this case, stu- 
dent achievement may be assessed by evaluating' the quality of students 1 
participation in module activities. 



Qpiz Answer Key 

1. Any one aspect of protective services covered in the text or class 
„ discussion is an acceptable answer. 



2. A$Lex (a) 



3. Any two aspects oi (1) new services,' (2) special services, or (3) spe- 
cial business image covered in the text or class discussion are 

„ acceptable answers. . 

4. Any two' of the legal requirements covered in the text, or class discus- 
sion are acceptable answers. 

5. Any three location questions covered in the text or cxass discussion 
are acceptable answers. 

6*. f Business area with many homes nearby (c) 

11 

V > 

. * 
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f * 

7. Any tfiree elements of a business description covered in the text or 
class discussion are acceptable answers . * 

8. $4,000 

9. P - .Anne (b) and Sandy (c) 
C - Jack (a) 

10. Leslie (c) 

lis Any one kind of training covered in the text or class discussion is an 
jaccep table answer. \ 

12. Emergency Work Order (b) * 

13. Guard .service owner (a) . + 

14. r Any two price influences covered in the text or class discussion are 

acceptable answers* 

15* Newspaper ads (a) 

'16. m&SiCt YO^LOVED ONES I (b) 

17* Payment received from the customer (a) 
Balance the customer owes (c) 

18* Customer payments (b) 

19. a.. Net profit - $30*000 ' 

' b. Profit ratio - 30Z v 
c. Expense jratio ■ 70% 

20. Any two ways to increase profits covered in the text or class discus- 
sion are acceptable answers* 

21. Any one aspect of reducing expenses, increasing sales, .pr other alter- 
natives- emerging from class discussion is an acceptable answer* 




^ SUGGESTED READINGS 

/ 

General Entrepreneur ship References 

I . ' 

Holt, N. , Shuchat, J., & Regal,. M. L. Small business management and 

ownership . Belmont, MA: CRC Education and Human Development, Inc., 

1979. - 

J^anneau, J. A. Small business management: Instructor's manual (4 vols.). 
Prince Albert, Saskatchewan: Department of* Manpower & Immigration, 
Training Research and Development Station, 1973. ^ 

National Business Education Association.- Business ownership curriculum 
project for the prevocationat and exploratory level (grades 7-9): 
Final report . Reston, VA: Author, 1974. 

Nelson, R* E., Leach, J. A., & Scanlan, T. J.~ Owning and operating a small 
business: Strategies for teaching small business ownership and manage- 
ment* Urbana^ IL:' University of Illinois, Department of Vocational/ 
Technical Education, Division of Business Education, 1976. * 

Rowe, K. Lv, & Hutt, R. *W. Preparing for entrepreneurs hip . Tempe, AZ: 
Arizona State University, College of Business Administration, 1979. 



Guard Service Resources 



Contract guard users tell why. Security Management 



,^978, 22(14). 



Demand for good guards outstrips availability. Security Management , 1979, 
23(42). 

Security patrols: Making crime pay! Entrepreneur , 1979, £(5), 29-40. 
Who's watching your house? Entrepreneur 1978, 5^ — — * r. 



Associations listed below; 

American Federation of Guards No. 220 
4157 W. Fifth Street 
Los Angeles, CA 90020 

International Association of Security Services 
P.O. Box 378 
Northfield, IL 60093 

* National Council of Investigation and Security Services 
1730 Pennsylvania Avenue, N.W. 
Washington, D.C. ,20006 

— * 

2tf 
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* Security Management * 

American Society for Industrial Security 
2000 K Street, N.W.; Suite' 651 
Washington, D.C. 20006 
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GOALS AND OBJECT J^BS 

•J 

Goal 1: To help you* plan your guard service. £ 
K j 
► < * * 

Objective It Describe the services, customers, and 
competition of a guard service** ^ 

Objective 2: List three personal qualities a guard 
service, owner might have* 

0||je£tlve 3: List two ways to help your service 
* "stand out" from^its competition* 

Objective 4: List two special legal requirements 
for Running a guard service* 



Goal 2: To help you choose a location for your service* 



Objective 1: List three things to think about in 
deciding where to locate your service* 

Objective 2: pick the best location for a guard 
service from three choices* 



Goal 3: To help you plan how to borrow money to start your 
service* 

Objective 1: Write a business description of 
your service* 

Objective 2: Fill out a form showing how much f 
money you need to borrow to start your service* 



< 
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Goal 4: To help you plan to hire and train employees an>i 
divide the work of your service. 



Objective 1: Decide how to divide the work of* 
your service among several employees. 

Objective 2: Pick the best person for a 
specific job in your service. 

Objective 3: Describe one kind of training 
you might give your employees. 



Goal 5: To help you organize the work of your guard service. 



Objective 1: On a wotk order form, list what needs 
to be done for one of your customers* - 
» • 

Obj^Jtive 2: Write a work schedule for yourself or 
an employee. 



Goal 6: To help you decide how to set prices for your 
services* 

Objective 1: Pick the best price for one of your 
services. 



Goal 7: To help you learn ways to advertise and sell your 
services. 



Objective 1: Pick one way to advertise your 
guard service. 

Objective 2: Design a printed ad for your guard ' 
service. * ' 
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Goal 8: -To hel^Kyou learn how to keep financial records for 
your guard "service* 



Objective 1: Pill out a customer billing form 
for services you do for a customer* 

Objective 2: Fill out a daily cash sheet ^or ^ 
money you receive and pay out in .one day* 



Goal 9: To. help you learn how to keep a guard service 
% ~ > * successful* ♦ 

Objective 1: Figure out the net profit (before 
taxes), /*prof it ratio, -and expense ratio for a 
guard service. 

Objes^ive 2: .State one way to increase profits. 

*c * 

Objective 3: State one way to change your 
service to increase sales. 
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